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Seasonal Jobs 

HOW TO APPLY: 
Please submit a cover letter, 

resume’, a legal writing sample 

of at least three pages, and 

Direct Hire Application. This job 

posting and a Direct Hire 

application can be found on our 

website: 
http://www.maine.gov/fps/opportunities/ 

APPLICATIONS MUST BE 

SUBMITTED BY: 

Friday, May 1, 2015 

 

SEND COMPLETED 

APPLICATIONS TO: 
 

Tammy Sturtevant, HR 
Generalist 
General Gov. Service Center, 74 
State House Station, Augusta, 
Maine 04332-0074 
207-624-7418 (T) 
207-287-4032 (F) 
Tammy.Sturtevant@maine.gov 
 

 

Direct Hire Career Opportunity Bulletin 

Maine Revenue Services  
Public Service Manager II – Director Taxation Division 

Code:  MA33  Pay Grade: 33 – $ 57,959.20– $79.081.60/annually 

OPEN FOR RECRUITMENT   April 16, 2015 – May 1, 2015 

PURPOSE OF ANNOUNCEMENT 
 
Maine Revenue Services (MRS) is seeking applications for the position of Director, 
Taxation Division for the Appellate Division.   The division provides oversight of 
MRS’s administrative appeals activities.  This is a full time position based in 
Augusta. 
  

JOB DESCRIPTION 
 
The Director, Taxation Division assists the Executive Director in the 
management of Maine Revenue Services by directly managing the Appellate 
Division, which is responsible for overseeing the operating divisions’ process 
of reconsidering tax assessments and other determinations and for 
representing MRS in all matters before the Maine Board of Tax Appeals.  
Responsibilities include: 
 
• Provides broad managerial oversight of MRS’s administrative appeals 

activities including briefing and presenting cases before the Maine 
Board of Tax Appeals. 

• Ensures that administrative policy for division activities are properly 
adhered to in the course of day-to-day operations. 

• Provides legal research to the divisions upon request. 
• Provides advice to the divisions regarding reconsideration 

procedures. 
• Recruits, interviews, selects, evaluates, disciplines and manages 

performance of employees.  
• Develops and implements operational change plans when new 

legislation is enacted or it is otherwise needed. 
• Coordinates projects and initiatives assigned by the Executive 

Director.   
•  
KNOWLEDGES & ABILITIES REQUIRED: 
 

 Knowledge of tax agency operations. 

 Knowledge of computer operations, common software applications 
and electronic taxation reporting systems. 

 Knowledge of Maine tax laws, rules, regulations and procedures.  

http://www.maine.gov/fps/opportunities/
mailto:Tammy.Sturtevant@maine.gov


   

 

 Knowledge of the principles and practices of tax administration.  
 Knowledge of management information systems and current information technologies. 
 Knowledge and experience with personnel management, human resource policies and practices. 

 Ability to plan, develop and direct the activities of an agency division.  

 Ability to manage multiple large complex projects/activities simultaneously. 

 Ability to communicate effectively orally and in writing. 

 Ability to establish and maintain effective working relationships with personnel in Maine Revenue 
Services, the Maine Board of Tax Appeals, taxpayers and their representatives. 

 Ability to analyze information, draw logical conclusions, make sound decisions and recommendations 
and develop plans. 

 

MINIMUM QUALIFICATIONS:  Candidates must have excellent legal research, analysis, and writing skills, 
excellent listening and speaking skills, and be able to work well with diverse constituencies.  Candidates must 
possess a law degree from an accredited law school, be admitted to practice law in Maine and be currently 
registered in good standing with the Maine Board of Overseers of the Bar, and have a minimum of five years’ 
experience in legal practice that includes adjudicatory experience and experience in tax or administrative law. 
 
BENEFITS 
The value of State’s share of Employee’s Retirement:  16.17% of salary for BU positions and 21.17% for Confidential 
Positions.   
 
The value of State-paid Dental Insurance:  $13.13 biweekly.  The value* of State-paid Health Insurance: 
 
Level 1:  100% State Contribution (employee pays nothing):  $375.10 biweekly 
Level 2:  95% State Contribution (employee pays 5%):  $356.35 biweekly 
Level 3:  90% State Contribution (employee pays 10%):  $337.59 biweekly 
Level 4:  85% State Contribution (employee pays 15%):  $318.84 biweekly 
 
*The level of the actual value of state paid Health Insurance will be based on the employee’s wage rate and status with 
regard to the health credit premium program as of July 1, 2014. 
 


